

	EdaUserAdminOverview
	Page 43 of 43



		


Welcome to Wide Area Workflow e-Business Suite.  This demonstration contains audio narrative.  Please adjust your volume accordingly.

		


This is an overview of the new functionality for the Electronic Document Access (EDA) User Administrator in ECP0709. 





		


When an EDA Government or EDA Government Support Contractor user with special roles (EDA User Admin, EDA Executive, EDA POC, or EDA PMO) privileges logs in, the 'EDA Administration Console' menu link will be displayed.

The EDA User Admin clicks on the 'EDA Administration Console' link.

		


A new window of EDA Administration Console is displayed.

When a user with EDA User Administrator, EDA Executive, or EDA POC privileges logs in to EDA Administration Console, this is the menu that will be displayed. 





		


The EDA User Admin clicks on the 'Account Information / Activation' link.

		


The Account Information / Activation page is displayed.
This page allows the EDA Administrator to search the users by these search criteria fields.  





		


If the user does not enter or select anything in the search criteria fields and clicks the 'Search' button, an error message will be displayed.

		


The EDA User Admin selects 'Active' in the Active Status menu dropdown.





		


The EDA User Admin scrolls to the bottom of the page and clicks the 'Search' button.

		


The Search Results of Active users are displayed at the bottom.





		


To sort by a different column on the results section, click on the label of the column you wish to sort by.

		


The 'Command / Service / Agency' is sorted in ascending order.





		


The 'Command / Service / Agency' is sorted in descending order.

		


The user's information/special roles can be modified using the 'Edit' action button. 





		


When the 'Edit' action button is clicked from the Account Information / Activation menu screen for a specific user, the 'Edit EDA Role' page will be displayed for that user with the following information.

User can expand or collapse individual sections by clicking on the section headers.

		


The User information for the specific EDA user is displayed here and the information which is not grayed out can be edited.





		


The Command / Service / Agency information for the specific EDA user is displayed here and can be edited.

		


The EDA POC Primary and Alternate information for the specific EDA user is displayed here as read only.

NOTE: For an EDA Government Support Contractor, an additional editable field of 'Company' will be displayed with that information.





		


The 'Government Point of Contact (POC)' information for the specific EDA Government user is displayed here and can be edited.

NOTE:  For EDA Government, this label will say 'Supervisor'.

		


The Access To information is displayed and editable for a specific EDA user.

The edits for Access To is the same as EDA registration for EDA Government or EDA Government Support Contractor.





		


The Special Roles information is displayed and editable for a specific EDA user.

NOTE:  A user can not have the EDM Help Desk role with either the EDA POC or the Executive role.

		


The User Comments section is displayed for a specific EDA user if they were added during the EDA registration.





		


The Comments section is displayed where the EDA User Admin can add comments here.

		


The Attachments section is displayed for a specific EDA user if they were added during the EDA registration. The EDA User Admin can add attachments here too.





		


To locate the attachment file, the EDA User Admin clicks the 'Browse' button.

		


The selected file is now displayed on the bottom. 

The EDA User Admin clicks the 'Upload' button.





		


The file attachment is now displayed in the Attachments section.

The user can view the attachment by clicking the 'View' button and delete the attachment by clicking the 'Delete' button.

		


The Review DD2875 Form section is displayed. 
Review Forms status and comments are displayed for a specific EDA user to be entered by the EDA Administrator.

NOTE: Comments are required when 'Stored in Another Location' or 'Review Required' is selected.





		


After adding/modifying the fields as needed, the EDA User Admin clicks the 'Update' button.

		


A success message is displayed on the top of the page.





		


The EDA User Admin clicks the 'Return' button.

		


The screen returns to the Account Information / Activation page.





		


The EDA User Admin can activate/deactivate a specific user by using the 'Change Status' action button.

		


The EDA User Admin can delete a specific user using the 'Send to Archive' action button.

NOTE:  WAWF only deletes the users who have requested access but were never given it. All others will be archived.





		


The Edit Contract action icon will not be displayed in the search result table for an EDA User Admin without a POC/Executive user role. Only the users with an EDA POC/Executive role have the ability to edit Contract Instrument Details.


		


The 'Change all Status' and 'Send all to Archive' action buttons are displayed beside the Comments field. 

Comments are mandatory for activating users if their DD 2875 is in 'Review Required' status.





		


The results pages can be navigated at the bottom.

		


The EDA User Admin clicks the Government Support Contractor Request link from the EDA Administration menu.





		


The EDA Government Support Contractor Request screen is displayed with the search criteria fields.

The EDA User Admin can view Government Support Contractor Request of all users with the ability to search by User Id, First Name, and Last Name.

		


The EDA User Admin enters a First Name in the First Name text field and clicks the 'Search' button.





		


The search results section is displayed on the bottom.

		


The EDA User Admin clicks on the 'Details' action button.





		


The Government Support Contractor Access Request page is displayed. 

This page allows EDA Administrator to approve or reject DoDAACs and Contract Numbers.

		


The EDA Administrator is able to reset EDA user password and certificate/CAC.

The EDA User Admin clicks the 'Reset Password' link from the EDA Administration menu.





		


The Reset Password screen is displayed.

The EDA User Admin enters a User ID in the text field and clicks the 'Submit' button.

		


After reviewing the user's profile information, the EDA User Admin enters comments in the 'Comments' text field and clicks the 'Submit' button.





		


The page is displayed with a success message and the one-time password. 

NOTE: The user will be able to login with this one-time password until a certain date.

		


Click the 'Reset Certificate' link in the EDA Administration menu.





		


The Reset Certificate screen is displayed.

The EDA User Admin enters a User ID in the text field and clicks the 'Submit' button.

		


After the 'Submit' action button is clicked from the 'Reset Certificate' screen, the EDA User Admin is able to reset the EDA user certificate/CAC on this new page.





		


After reviewing the user's profile information, the EDA User Admin enters comments in the 'Comments' text field and clicks the 'Submit' button.

		


The page is displayed with a success message and the one-time password. 

NOTE: The user will be able to login with this one-time password until a certain date.





		


The EDA User Admin clicks the 'EDA POC Assignments' link from the EDA Administration menu.

		


The EDA POC Assignments screen is displayed.

The User can click on the arrow icon to expand and collapse all C/S/A structures with its EDA POC assignment information.  






		


This is a view of all C/S/A structures.

EDA User Admin is able to edit the C/S/A POC Assignments when 'Edit' action button is clicked.

The EDA User Admin clicks the 'Edit' action button.

		


The Edit POC Assignments screen is displayed.

On this page, only the Primary EDA POC is mandatory.





		


The EDA User Admin selects an EDA POC Alternate from the menu drop-down and clicks the 'Submit' button.

		


A success message is displayed indicating the EDA POC information has been added.

The EDA User Admin clicks the 'Return' button.





		


The screen returns to the EDA POC Assignments page with the updated EDA POC information.

		


The EDA User Admin clicks the 'Account Activation History' link from the EDA Administration menu.





		


The EDA Account Activation History screen is displayed with the search criteria fields.

The EDA User Admin can view Account Activation History of all users with the ability to search by UserId, First Name, and Last Name.

		


The EDA User Admin enters a First Name in the First Name text field and clicks the 'Search' button.





		


The search results section is displayed on the bottom.

		


The EDA User Admin clicks on the 'Details' action button.





		


The Account Activation History Details page is displayed with the user's history.

The User can click on each arrow icon to expand the Comments field.

		








		


The EDA User Admin clicks on the 'EDA C/S/A Administration' link from the EDA Administration menu.

		


The EDA C/S/A Administration screen is displayed.

Scroll to the bottom of the screen.





		


The EDA User Admin is able to view the Command/Service/Agency (C/S/A) structure and rename/move/delete/add new C/S/A. 

NOTE: 
-A parent level C/S/A cannot be deleted if there are any children C/S/A underneath it. 
-A parent level C/S/A cannot be moved if there are any children C/S/A underneath it.
-If no children C/S/A exist, then the 'Move C/S/A' button will move the C/S/A to another location including all of the users under it.

		


The EDA User Admin clicks on the C/S/A 'Defense Acquisition University (DAU) and scrolls to the bottom and enters a new C/S/A in the text field.





		


The EDA User Admin enters a new C/S/A in the text field, and clicks the 'Add New C/S/A' action button.

		


An arrow icon is now displayed on the parent level C/S/A.

Expand the C/S/A group by clicking the arrow icon.





		


The child C/S/A is displayed under the parent level C/S/A 'Defense Acquisition University'.

		


Select the parent C/S/A 'Defense Acquisition University' and attempt to delete.





		


Scroll to the bottom of the page and click the 'Delete C/S/A' action button.

		


An error message is displayed due to a parent level C/S/A cannot be deleted if there is a child C/S/A under it.





		


The EDA User Admin selects the C/S/A 'Defense Acquisition University (DAU)'.

		


The EDA User Admin enters 'Defense Acquisition College (DAC)' in the text field, and clicks on the 'Rename C/S/A' action button. 





		


The screen is now displayed with the updated C/S/A name.

		


The EDA User Admin selects the child level C/S/A 'NORTHCOM HQ Operations', enters 'DISA' in the text field and clicks on the 'Move C/S/A' action button.





		


To close the EDA Administration Console window, the user can click on the 'Exit' link from the EDA Administration menu.

		


A confirmation message pop-up will display.

Click OK.





		


Return to the WAWF e-Business Suite screen where the EDA button is available.The user clicks the EDA button.

		


A pop-up is displayed with an EDA - Columbus link and an EDA - Ogden link. 
Once a link is selected, the OAuth process will begin. If the authorization is successful, a new window will open and the user will be logged into the EDA system. 

The EDM Help Desk user will not need to re-enter their User ID/Password or certificate/CAC to login to EDA.





		


[bookmark: _GoBack]This concludes our demonstration.
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The EDA Government Support Contractor Request
screen is displayed with the search criteria fields.

The EDA User Admin can view Government Support
Contractor Request of all users with the ability to search
by User Id, First Name, and Last Name.
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The EDA User Admin enters a First Name in the First

Name text field and clicks the 'Search' button.
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The Government Support Contractor Access Request page is displayed.
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The Reset Password screen is displayed.

The EDA User Admin enters a User ID in the
text field and clicks the 'Submit' button.
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After reviewing the user's profile information, the
EDA User Admin enters comments in the

'Comments' text field and clicks the 'Submit' button.
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the one-time password.

NOTE: The user will be able to login with this one-
time password until a certain date.
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First Name, and Last Name.
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The Account Activation History Details page is displayed with the user's history.
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To close the EDA Administration Console window, the user can

click on the 'Exit' link from the EDA Administration menu.
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